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PUPIL TRANSPORTATION 
ANNUAL REPORTS 

July 1st through June 30th 

On-Line Reporting 
MEDMS 

http://www.maine.gov/education/const/trans/formspage.htm
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Maine Education Data Management System 
(MEDMS) 

REQUIRED REPORTS: 

o Vehicle Inventory Report (EF-T-24) - Applies to all
vehicles used for pupil transportation during the
reporting year; both publicly owned (school unit) and
privately owned (contracted)

o Safety and Training Report (EF-T-21) – One report for
each school unit.

Link to On-line Reporting: 

https://www.medms.maine.gov/MEDMS/Medms_Welcome.aspx 

On-line Reporting of Pupil 
Transportation 

*** Remember, you are reporting for period 
ending June 30th *** 

https://www.medms.maine.gov/MEDMS/Medms_Welcome.aspx
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GETTING STARTED 

o If you do not have access to MEDMS, see your MEDMS
Administrator for a Username and Password.  You will need to have
“Transportation Director/Administrator” permission.

o The Vehicle Inventory Report (EF-T-24) gathers data on all vehicles
used to transport students and covers both school-owned (public)
and contracted (private) vehicles.  There are specific instructions
provided at the top of the EF-T-24.  Please read and follow those
instructions very carefully.

o If a field is gray, the information is not needed for that vehicle, so
the field is not available for use.

o In addition to the information provided in this document, follow any
popup instructions or other instructions provided on the form as you
complete the on-line reports.

o When a report has saved successfully, all data entered goes directly
to the database here at the Department of Education.  Incomplete
reports will not save successfully.  The saved data remains available
and it is possible for you to make changes/corrections as needed
prior to the reporting deadline, even if you have saved it previously.

o For security reasons, the system will time out when idle.  If that
happens, any data you have already entered will be lost and will
need to be re-entered.  To avoid this, have your data available
before you begin the reports.

o You are strongly urged to print your reports as you complete them
for your records.  Printing instructions are at the bottom of the
reporting forms.
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LOG ON SCREEN 

MEDMS WEBSITE 
https://www.medms.maine.gov/MEDMS/Medms_Welcome.aspx  

 

Enter your Username and 
Password.  You must 
have Transportation 

Director/Administrator 
permission to proceed. 

https://www.medms.maine.gov/MEDMS/Medms_Welcome.aspx
https://www.medms.maine.gov/MEDMS/Medms_Welcome.aspx
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Selecting the Application and Action 

Step 1:  Select 
Transportation and then 

click “Go” 

Step 2:  Select 
Vehicle Inventory, 
then click “Go.” 
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SECOND:  Select your 
name.  If your name is not 
listed, contact the MEDMS 

Helpdesk at 624-6896. 

VEHICLE INVENTORY REPORT 

EF-T-24 

School Unit Selection 

FIRST:  Verify that the 
correct SAU is listed.  If it 
is not, contact the MEDMS 

Helpdesk at 624-6896.     
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VEHICLE INVENTORY REPORT 

EF-T-24 

Contact Information 

If your school unit DOES 
transport students and buses 
were reported last year, the 
Inventory of those buses will 
appear on this page.  Go to next 
page in this INSTRUCTION 
MANUAL for additional 
information and instructions. 

First:  Verify your email 
address and phone number.  
Then verify or fill in your fax 
number with no parentheses, 
no spaces and no hyphens – 

enter ten numbers, 
example:  2071234567 

School units that DO NOT have any students 
transported and DO NOT provide student 
transportation, check this box, then click the Save 
Changes button. 
 
Once you have saved this page, you can go directly 
to the Safety and Training Report. 
 
To get to the Safety and Training Report, go to 
Action at the top of the screen, select Safety and 
Training, then click GO. 
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VEHICLE INVENTORY REPORT 
EF-T-24 

 
Special Instructions 

Special Instructions for completing the Vehicle 
Inventory Report.  Please read these very carefully 
then go to the next page in this Instruction Manual for 
more detailed instructions. 
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VEHICLE INVENTORY REPORT 
EF-T-24 

Entering Inventory Data and Status 

Step 2:  Review and 
update Status and save 
changes for all vehicles. 

IMPORTANT:  It is IMPERATIVE that Inventory Data (Step 1) be entered 
BEFORE verifying/changing the Status (Step 2).  Doing Step 2 before Step 
1 may cause the vehicle to disappear from your inventory list and you will 
not be able to enter the Inventory Data.   
 
If that should happen, contact Pat Hinckley (624-6886) ASAP for 
assistance.   

Step 3: Once all Inventory 
Data has been entered and 
the Status for each vehicle 
has been reviewed and 
updated, click Save 
Changes to save this 
Inventory Report. 

Step 1: Update and save inventory 
data for all vehicles.  See the next 
page of this Instruction Manual for 
more detailed instructions on 
entering Inventory Data. 
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Vehicle Inventory and Usage Edit Form 
 

Example of a SCHOOL-OWNED Vehicle Currently In Service 

ALL fields must be reviewed and updated.  Specific instructions for 
some fields are provided in green boxes.  

If you are reporting a 
school-owned vehicle, 
leave this line plant. 

Serial # must be 
last 5 digits of the 
VIN.  If 4 or fewer 

digits were reported 
last year, you MUST 
change it to the last 

5 digits here. 

Year must be four 
(4) digits, i.e. 2006 

(not “06”) 

Enter actual 
capacity – no range 

or approximate 
numbers 

You must enter a 
number or 0 in 

each field.  Hover 
over each box for a 
description of each 

Usage Type. 

Click on this ? for a description of bus types 

MEDMS will fill in 
the total when the 

page is saved 
successfully 

Enter the odometer 
reading on 6/30 of 

this year 

If the odometer has 
been change since 
last year’s report, 
click this box and 

additional fields will 
appear to enter the 
beginning reading 

and the ending 
reading on the new 

odometer. 

Once you have completed the entire form, click Save.  If the form is complete, the following 
message will appear: “Thank you for updating your Vehicle Inventory/Usage.”   
 
If data is incomplete or incorrect, an error message will appear in FUSCIA at the bottom of 
the form.  Simply scroll up to find and correct the data.  Then click Save again. 
 
ALWAYS CLICK “SAVE” BEFORE YOU CLICK “RETURN” OR THE DATA YOU ENTERED 
ON THE FORM WILL BE LOST. 

If the vehicle you are 
reporting is a school 

bus, select the 
correct School Bus 

Type 
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Vehicle Inventory and Usage Edit Form 
 

Example of a CONTRACTED Vehicle 

The Contractor 
listed on last year’s 

report will show 
here.  If it is 

incorrect, use the 
drop down arrow to 
select the correct 
contractor.  Be 

sure to select the 
correct contractor 

local office for 
your SAU.   

GVW not required for 
contracted vehicles 

Odometer readings 
are not required for 
contracted vehicles. 

See next page 
for examples 
of the “Edit 

Existing 
Contractor” 

form and the 
“Add New 

Contractor” 
form. 

Serial # must be 
last 5 digits of the 
VIN.  If 4 or fewer 

digits were reported 
last year, you MUST 
change it to the last 

5 digits here. 

Enter the year 
as four digits, 
i.e. 2006 (not 

“06”) 

Enter actual 
capacity – no 

range or 
approximate 

numbers 

You must 
enter a 

number or 0 
in each field.  
Hover over 

each box for 
a description 
of each Usage 

Type. 

The program 
will fill in the 
total when 
the page is 

saved 
successfully. 

ALL fields must be reviewed and updated.  Specific instructions for 
some fields are provided in green boxes.  

Click on this ? for a description of bus types 

Once you have completed the entire form, click Save.  If the form is complete, the 
following message will appear: “Thank you for updating your Vehicle 
Inventory/Usage.”   
 
If data is incomplete or incorrect, an error message will appear in FUSCIA at the 
bottom of the form.  Simply scroll up to find and correct the data.  Then click Save 
again. 
 
ALWAYS CLICK “SAVE” BEFORE YOU CLICK “RETURN” OR THE DATA YOU 
ENTERED ON THE FORM WILL BE LOST. 
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Vehicle Inventory and Usage Edit Form 
 

Updating and Adding Contractor Data 

All fields are required on these forms except 
the e-mail address.  However, if you have the 

email address, please fill that in as well. 

When adding a new contractor, fill in all required data and 
click SAVE.  This will bring you back to the Vehicle 

Inventory and Usage Update Form.  Use the dropdown 
arrow to select the contractor you just added. 

ALWAYS CLICK “SAVE” BEFORE CLICKING “CANCEL” OR 
THE DATA YOU ENTERED ON THE FORM WILL BE LOST. 

Be sure to select the correct contractor 
local office for your SAU.  For example, 
First Student in Augusta will not have 

the correct contact information for First 
Student in Hampden or First Student in 

Alton. 
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VEHICLE INVENTORY REPORT 
EF-T-24 

ADDING NEW VEHICLES 

To add a new SAU/Publicly 
Owned vehicle, click here.  This 
will bring you to a blank Vehicle 

Inventory and Usage Edit 
Form.  Enter all required 

information (refer to page 13 for 
more detailed instructions.) 

To add a new Privately Owned (Contracted) 
vehicle, click here.  This will bring you to a 
blank Vehicle Inventory and Usage Edit 

form.  Enter all required information (refer to 
page 13 for more detailed instructions). 
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Vehicle Inventory and Usage Edit Form 
 

Example of a NEW SCHOOL-OWNED Vehicle 
 

NEW = Added to your fleet during this reporting year or missed in previous 
reporting years. 

If reporting a school unit 
owned vehicle, leave blank 

Serial # must be last 5 
digits of the VIN.  If 4 or 
fewer digits were reported 

last year, you MUST 
change it to the last 5 

digits here. 

Year must be four 
digits, i.e. 2006 (not 

“06”) 

Enter actual capacity – 
no range or 

approximate numbers 

You must enter a 
number or 0 in each 

box.  Hover over each 
box for a description of 

each Usage Type 

Click this ? For a description of bus types 

Program will fill in the 
total when the page is 

saved successfully 

Enter the odometer 
reading as of 6/30 of 

this year. 

This section only applies to new vehicles if 
the odometer was changed during the 

reporting year. 

Select Vehicle Type from 
the drop down arrow.   If 
vehicle is a school bus, 

choose the correct School 
Bus Type.  

Enter the odometer 
reading on the day the 

vehicle was put into 
service for your SAU.  Or, 
if reporting a previously 

missed vehicle, the 
odometer reading as of 

6/30 of this year. 

ALL fields must be reviewed and updated.  Specific instructions for 
some fields are provided in green boxes.  

Once you have completed the entire form, click Save.  If the form is complete, the following 
message will appear: “Thank you for updating your Vehicle Inventory/Usage.”   
 
If data is incomplete or incorrect, an error message will appear in FUSCIA at the bottom of 
the form.  Simply scroll up to find and correct the data.  Then click Save again. 
 
ALWAYS CLICK “SAVE” BEFORE YOU CLICK “RETURN” OR THE DATA YOU ENTERED 
ON THE FORM WILL BE LOST. 



16 

Vehicle Inventory and Usage Edit Form 
 

Example of a NEW CONTRACTED Vehicle 
 

 NEW = Added to your fleet during this reporting year or missed in 
previous reporting years.  

 

Use the drop down 
arrow to select your 
contractor.  If your 
contractor is not 
listed, select the 

Add New Contractor 
button to add your 
contractor (see p. 
11 for instructions 
on the New Bus 

Contractor form). 

GVW is not 
required for 

contracted vehicles 

Odometer readings are not 
required for contracted vehicles. 

Serial # must be 
last 5 digits of the 

VIN. 

Year must be four 
digits, i.e. 2006 

(not “06”) 

Enter actual 
capacity – no 

range or 
approximate 

numbers 

You must enter a 
number or 0 in 

each.  Hover over 
each box for a 

description of each 
Usage Type. 

The program will 
fill in the Total 
Usage Miles 

when the page is 
saved 

successfully 

ALL fields must be reviewed and updated.  Specific instructions for 
some fields are provided in green boxes.  

Click this ? For a description of bus types 

Once you have completed the entire form, click Save.  If the form is complete, the following message 
will appear: “Thank you for updating your Vehicle Inventory/Usage.”   
 
If data is incomplete or incorrect, an error message will appear in FUSCIA at the bottom of the form.  
Simply scroll up to find and correct the data.  Then click Save again. 
 
ALWAYS CLICK “SAVE” BEFORE YOU CLICK “RETURN” OR THE DATA YOU ENTERED ON THE 
FORM WILL BE LOST. 
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Vehicle Inventory Reports 
 Finishing and Saving Report 

Once you have entered all Inventory Data and Status for all vehicles 
you should end back at this page.  To save your data to the MEDMS 

database, always click the Save Changes button at the bottom of 
this screen. 

Once you have saved your data successfully, 
you are finished with the Vehicle Inventory 

portion of your report.  Go now to the Safety 
and Training portion of your report. 

Did you remember to print each page of 
your report for your records?  If not, open 

each page and do that now. 
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SAFETY AND TRAINING REPORT 
EF-T-21 

 
Verifying Contact Information 

Select Safety and 
Training, then “GO” here 
to begin your Safety and 

Training Report 

SECOND:  Select 
your name.  If 

your name is not 
listed, contact the 
MEDMS Helpdesk 

at 624-6896. 

FIRST:  Verify that the 
correct SAU is listed.  If it is 

not, contact the MEDMS 
Helpdesk at 624-6896.     

THIRD:  Verify your email 
address and phone number.  
Then verify or fill in your fax 

number with no parentheses, no 
spaces and no hyphens – enter 

ten numbers, example: 
207123456.  
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SAFETY AND TRAINING REPORT 
PART I 

 
 
IMPORTANT INSTRUCTIONS FOR THE EF-T-21:  All fields MUST be filled in even if the 
school unit has no students or if all students are transported by another school unit.  In the 
case of students being transported by another school unit, report everything as zero except 
the Number of Students Transported by Another SAU (Question 8C) and any crash 
data relative to students driving or riding to and/or from school in private vehicles 
(Question 16).  Also in the case of students being transported by another school 
unit, the transporting school unit must include the data for your students as part of the 
report for their school unit, except Questions 8C and 16.  For Questions 8C and 16 they 
would report only their unit’s students.  If you have any questions about what you should 
be reporting, contact Pat Hinckley at 624-6886 or Pat.Hinckley@Maine.Gov  
 
 
 

mailto:Pat.Hinckley@Maine.Gov
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SAFETY AND TRAINING REPORT 
PART II 
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SAFETY AND TRAINING REPORT 
PART III 
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SAFETY AND TRAINING REPORT 
PART III (cont’d) 

Click Submit Form before exiting this report or your data will be lost requiring you to enter it again.  If 
the form is complete you will get the message:  “Thank you for completing the Safety, Training 
and Operations Form.”  If you get this message, your data has been saved successfully and you may exit the 
report. 
If you click Submit Form and data is missing, a pop up list will appear indicating what is missing. 
Provide that data and click Submit Form again to save the report.   

       

Did you remember to print each page of your report for your records?  If not, 
open each page and do that now. 

Call or Email 

Pat Hinckley 

624-6886 

Pat.Hinckley@Maine.Gov 

QUESTIONS? 

Submit Form

mailto:Pat.Hinckley@Maine.Gov
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